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ABSTRACT . ‘ ‘

The problem in- the study was to determine the makeup
of typlng tasks assigned to beglnnlng office workers and to see how
closely the practice problems in high school typing textbooks
conformed to the duties that beginning office workers actually .
perform. Using sequential sampling procedures, copies of 531 items
typed by 100 beglnnlng of fice workers were compared with 943
production problems in two high school typing textbooks. Industry

. tasks contained mot¥, rough draft typing, self-composition problenms,
correspondence requlrlng judgment placement and formating, and more
extensive use of carbon paper than textbook typing assignments.
Industry letters were also,shorter and contained more subject and
attention lines. Errors were nearly always corrected, most often by
use of correction paper. The readability levels of the textbook
problems were significantly different from each other and from

‘1ndustry typing. (Author)
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New developments in word processing together
with changes brought about by the new copier and
computer techndlogy, have changed the nature of"
office work by meking written communications more
. importaat than ever before. All of these developments '
have tended to generate more paperwork by making typing
services more available. In fact, over one million

new pages of paperwork are being generated every -

-

single minute of every working day. This is re-

flected in the fact toat today el ical workers form

the largest and fastest growing segment the labor
force.

The problem in ‘this study was to determine the

makeup of typing tasks assigned to beginninghoffice
\\\j>workers and to see how closeLy the practice problems

in high sq¢hool typing textbooks conformed to the Jjobs .

- -

that beginning office worgers actually perform,
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Tpe go;l of typewriting insérucxioﬁ.ig to traig
prosﬁegtivé'office workers for a broad sp¢c£rum of
office typing aésiéﬁments. This study included all
’ A iinds of businesses and all kinds of office typing
Jabs iﬁ its samplee, Thus, the recommendations for
textbook revision aﬁd curriculum changes contained
in this ;tgdy are based on a sample of what office
workers in general are actually required to type.
The population for this study consisteq of begin-
ning office workers holding positions in business firms
throughout the United States for whom typing was &
primary job requirement; or more specifically, the
population was the typed output of these wéfkers.
. ‘ * i a ‘
Summary of Procedures > . . '
After a pilot test of the procedures had bgen -
carried\out, a two-stage sampling proce;s-was used -
to coiiect a rébgsbentative samplenéf working papers
from the population of working papers produced by
buqineqs. In the first stage, 250 ﬁusinesszfirms
from throﬁghout £he country were selected to be
sampled, and in the secénd stage, two wq?keré from
each business were selected to sﬁpply tie necessary$

papers for analysis. _The business firms--stratified
3
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by industry in proportion to the number of secretaries,

stenographers, and typists employed in each type of
business--were sampled and asked to furnish the names
of two of their béginning office wo;kers.

Steps were taken to avoid as much bias as posgible

h'both in the selection of the individual workers bf

the managers and in the éelection of the work samples
the workefs submitted,

The companies surveyed.provided the names of
11k beginning office workers who then furnished carbon
copies of 602 of their typing jobs for the analysis,
phi-;quare analysis confirmed that no significant
differences existed in the proportion of industries
represented in the population of beginning office
yorkers and in the:returns received.

A for& of sequential anaiysis«was ;sed to
determine the adequacy of the sample size. First,
the 329 papers typed by a block of 60 wofkers, L
stratifded by industry, were classified accorgépg
to kind of item, such as letters, memorandums,
forms, etc.:\and the proportion of each type of item

was chputedl Next the papers from & block of 20

A
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additional workers were added to the papers from the
original 60 and the kinds of items these 80 workers
.

typed were computed. Finally, a third batch of

papers typed by 20 additional workers was sdded to

" the 80 already drawn and the proportions were. computed

for the 531 rapers typed by tliese total 100 workers. .

ot

The rank order of, the kinds of items typed re-

-

- 7

" ‘mAined constant whife increasing the sample size

fromr 60 to 80 to 100 workers, The assumption was
made tha% additional work samples from other workers
would not result in any new data concerning the kinds

of work produced by clerical employees, Therefore,

’ sappling vas terminated at 100 workers, and the 531

ttems they submitted formed the basis for the analysis
of industrial typiné.

In addition, all of the typing probLems of a “
business na%ure from the two-year typewriting courses

contained in Century 21 Typewriting by South-Western

Publishing Company and Typing 300 by Gregg Division
of MbGraw-Hill Wwere analyzed; these two textbooks
account for approximately 95 percent of the high

school typing textbook sales market. A total of
a ) .
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9&3 practice items from the textbooks was compared
with the 531 items subqitted by industry.

All of the data collected from both business
and textoooks were transferred onto punched cards,
and appropriate computer programs were used to .pro-
vide the statistical analysis needed. A total of
hh»variables were analyzed as appropriate for

each of the items submittedr-9h3 items from the

~

-

)
textbooks and 531 items from industry.
Chi-square, values were?computed for each variable,

the hypothesis being that Ho differences existed be-

$

,tween levels of the variabﬁes under consideration,

In addition, the read%b.’_clity levels of the text-,.
bock exerclses'were comparéi to the typed specimens
collected.from industry, using both the Dale-Ghall
readability “formula and tye Gunning Fog Index. Forty
paasagea oﬁeapproximately 100 words each were randomly

selected from the textb k_<yping problems and 30

paaaage67 atratified by‘industry, were selected from

L}

the work samples collected ’rom 1ndustry for the
i
zfzyiabillty study. % ' o
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One-way analysis of variance was compmted to

test yhether a significant difference existed in the

readability levels of the working papers typed by .‘//

+ different industries. If a significant difference

was found; themukey post-hoc procédure,was used to

determine which industr;es.ﬁere éignificantly
different in t%rms of readability, This test was

selected because only two ﬁeans were being compared
. {

b -

at a time, .

’ ‘:gge-way analysis of variance was ?lso used to
‘test whether a significant’dirferénce existed in the
rea&abiiity of the various textbooks. When significant
differknces were found, the Scheffe post-hoge procedure
was used to determine'wheré the differences were,
:hince more tﬁén tyvo means were tedfed at 4 time.

(For example, the combined first- and secondryear

"books of South-Western were compared with the combined

: \ .
first- and second-year books of Gregg.)

The major findings of this study are summarized

as follows: R

’
- !

Kinds of Typewritérs Used

) Neafiy 95 percent of the work samples submitted

4
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were typed on electric typewriters, about evenly

. dlvided between standard machines (with tyi)eba.rs)

am% Selectrics., Only one percent of the .ma:chines

'.had pica spacing. Proficiency bq the more expensive-
;/and more complex proportidhal-sbé.::';ng. ty-;;ewriters )
is not a ‘s;kill requiren!.ent for beginning offi’ce wo.rkers.,

<

B

-Sources of the Material Typed
. Some form of rough-draft typing (ei;:her all
handwritten or handwritten and typ;ed') was the source
of about hé.lf of the material typed i}n in@ustry but
e - .
accounted for only 17 percent in"the 'typing textbooks, -
Conversely, material that came to the ?ypisi: completely
.‘twed‘ for retyping (that is, basicé.lly stra;.ight-copy ~
typing) accounted for only-15 per_cént of - the total . ‘
volime in industry; ;ret over three-fouiths of the
typing .prdblems in the" textbooks were ;:omplete]:y -
typed. -This yas true in’sptfe 'gf the fact that the

textbook analysis did not begin until.the sections, {
N » , . : - 'P
in vhich the students.had mastered the keyboard and; -

-~

had begun typing brpblems of & buéiqess nature, The*
conclusion is that typing students may hat be receiving

t > . - % .
enoygh practice in typing rough-draft material,




Self-Composition

Beginning office workers composed 13 percent

of the items they typed. The proportion of problems

in the teéxtbooks that were ﬁo.ﬁe cpmposed by the
| student typists doubled from tﬁe first year,t; tﬂ;
second year, but still averaged only % percent‘qf.all
. Yyping exercises, '.l;_,ss than half that found in industiy.
Nearly one half of all the éelf-cémposed-items in.
industry wera.letters, the corresponding figpre -for
- the textbooks was 28 percent, The effect of this
is that the textbooks are not providing Edqugte

practice in self-composition.

Method of Setting Up the Typed’Items

Two-thirds of the workers were mot free to use
their own Judément in setting up the items they. typed;
however, the workers set up letters and memorandums
by judgment more often than by som2 kind of prescribed
f&rmat, such és company policy or .apzcial instructions.
Converse%y in the textbookél the students were ngarly

always given detailed instruetions.

S

Typing Copies . ) . .

Of the industry typing _problens that required

copies about half were made witn carbon paper.

"
Y]
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However, seven times as many textbook problems were typed -
with original only as were industry items--63% versus 9%. -
The conclusion is that the textbooks’do not provide enough

practice on assembling carbon packs and making corrections
, ‘ i P

>

on carbon copies. A .

Makihg Carrections . .
. hY ! .

Correction paper or tape was used for correcting -

errors made on oyer‘half of the items submitted by industry ’
!

and was used nea%ly three times as much as. the typing

eraser. The often-heard admonition that such corrections,
even though faster, were not allowed in business offices

was found not to be true.

Kinds of Items Typed P -

-~

‘The differences in the distribution of the items ’ . r

. typed in ingustry arid those contained in the textbook -
problems were greqt.q Although tabigé constituted oﬁli

about 4 percent of all typing tasks ir industry, they ¢
appeareé in the textbooks atleast five times as great
a proportion (21 pErcénﬁ); and reports, which are
'basically stréight;popy‘typing, appeared three times ag
often in the textbooks as in industry. On the other
hand, industry typing contained‘Fwice the proéortion

1

of/forms and memorandums as were found in the textbooks. .

*
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Considering the textbooks together, the differences
in’ the distribution of the items typed by industry and o

- -those ‘contained in the textbooks are presuimably attribuytable
o , ' 3 s
to the varying difficulty of typing different items and
.\ - ) - - -
" may nd;.pe serious. However, many differences were found .

X ~

between the individual textbooks and between the first-

and second-year fyping courses with regard to the dis-

tribution of the kinds of items typed. “For example,
one, textbook had a lower percentage of letters than in-
dustry in its first-year text and reauceg this proportion

even more during the second year. -Likewise, another

. .

textbook had a greater emphasis on reports during its
first year than did industry, and the proportioh'of

reports was even greater the second year. Such dis-
. e

crepancies have not been explained and’ should probably
2

\ R <
be remedied. d

‘ Makeup of Business Letters

.

In general, the makeup of the letters in the text~-

bdok problems followed closely that found in induétry

’

except that they tended to be longer. The most common
length of létsers typgd in business officés was less
than 100 words: but for the textbooks the most common

length was between 100 and 200 words.




" Letters submitted by the various business firms
tended to be typed in a modified block style on regular

gized 8tationery, using‘a five~ to six-inch writing- line

-

with to three blocked paragraphs, and 1nc1ud1ng the

s:.gnez"s t:.tle but not the company name in the closz.ng

¥ 3 s

:lines. Attention lines were used in’ about 23 percent

\

of the inaustry letters and sub&ect lines in about 38

percent'- th.:.\s was -about twice thelt occurrence in the
( \
tex@ok 1etters

Ty

*  Two major dlfferences existed with Yeference to

subject lines in‘inaustry and textbook letters. Not
a simgle letter submitted by industry had the subject
line placed below the sa];utat‘iOn as advocated in the
“typing texts; and the most commcn wording used was
either In Re or Re and not the word Subject. = .
The conclusion is tHat textbooks contain too few
N ] ’

" businesy letters with less than 100 words, ’and not

enough' letters include ‘attention and  suhject lines. .

Readability of the Pyping Tasks

Tre average read’ablllty level dJf the typing problems

contamed in the two-year courses for both textbooks was,

~

grades 9 to 10 according ‘to the Dale-chall formula; for
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he rezlfazalaty level was grades 11-12..

I
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